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1 [lmanupyembie pe3yabTaThl 00y4eHHUS M0 JUCHHUILUIUHE, COOTHECEHHbIE C
ycranoBjaeHHbIMHM B OIIOII BO unankaTtopamMu 10CTHKEHUSI KOMIIETeHIM I
1.1 llepeyenb KOMNeTEeHHI1, POPMHUPYEMBIX YUeOHOM TUCIUNIUHOM

Koa u HamMeHOBaHHEe KOMIIETEHIIMH

NHAUKATOPHI 10CTUKEHUS
KOMIIeTeHIIU I
IlanupyemMblie pe3yabTaTbl 00y4eHUsI

OK 1. IloHumaTh CyIIHOCTh M COLMAJIbHYIO 3HAYMMOCTh
Oynymeir mnpodeccun, NPOSBIATH K HEH YCTOWYMBBIN
UHTEpEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO JICSTEIHHOCTD,
UCXOJS U3 LEJIN U CLIOCOOOB €€ IOCTHXKEHHUS, ONPEAEIEHHBIX
PYKOBOIUTEIEM.

OK 3. Ananms3upoBarh pabouyl0 CHTYalHUIO, OCYIIECTBISATh
TEeKYIIMd U WTOTOBBIM KOHTPOJb, OLEHKY M KOPPEKIUIO
COOCTBEHHOM JI€ATEIbHOCTH, HECTH OTBETCTBEHHOCTb 3a
pe3yNbTaThl CBOCH pabOTHI.

OK 4. OcymiecTBisTh MOUCK HMHPOpPMALUU, HEOOXOIUMOMN
1U1st 5 (PEeKTUBHOTO BBHITOTHEHUS PO ECCHOHATBHBIX 3a/1a4.
OK 5. Hcnonb3oBatk MH(POPMALMOHHO-
KOMMYHHKAIIIOHHBIE TEXHOJOTMH B MPOEeCCHOHATBHON
JESTEIIbHOCTH.

OK 6. Paborate B komaHae, 3(pQekTMBHO 00maThcs ¢
KOJUJIEraMH, PYKOBOJ/ICTBOM, KIIMEHTAMHU.

OK 7. UcnonHsATh BOMHCKYIO 00S3aHHOCTH, B TOM UHCJE C
NPUMEHEHHEM TIOJIyYeHHBIX TPOPECCHOHATBHBIX 3HAHHUN
(11 roHOIIIEH).

3Hath (3) OCHOBHBIE 3aKOHOJATEIbHBIC
aKTel B 00JacTU JEeJONPOU3BOJICTBA;
BU/IBI JIOKYMEHTOB; npaBuia
COCTaBJICHUS U OQOPMIICHUS PA3TUYHBIX
BUJIOB  JIOKYMEHTOB; TpeOOBaHHS K
TEKCTY CITY)KE€OHBIX JOKYMEHTOB; OOIIHE
npaBUja  OpraHu3anuu  paboThl ¢
JOKyMEHTaMH;  NPUHIMUNB  paboThI
0(UCHOW OpraHU3AIMOHHON TEXHUKHU.

YMmerb (¥Y): cocTaBisiTh U OGOPMIISTH
pa3JIM4HbIC BUJIBI JIOKYMEHTOB;
opopMIISITH ~ HOMEHKJIATypy JAel H|
dbopMHupoOBaTh J€la B COOTBETCTBUM C
HOMEHKJIATYpOM  JIed;  OCYILIECTBIATH
JIOKYMEHTUPOBAHHE W  OPraHHU3aLHI0
paboThl C JOKYMEHTaMH; HCIIOJIb30BaTh
0(UCHYIO OpTraHU3AIIMOHHYIO TEXHUKY;

IIK 1.1. Bectn nucnerdepckuil KypHall, PErMCTPUPOBATH
ONEpaTUBHBIE  pamopTel U APYTYH0  TEXHHUYECKYIO
JIOKYMEHTAIHIO.

[IK 1.2. O6pabarbiBaTh HaHHBIE O cJlade BBITOJIHEHHBIX
paboT, O mepenaye TrOTOBOM MPOAYKIMH IO MEXKIEXOBOU
KOOIIepaluy WM Ha CKJIaJ.

1K 1.3. IIpon3BOoANTh MOHUTOPHHT BHIIOJHEHHBIX paboOT.
IIK 2.1. ConocTaBiATh IOJy4EHHBIE JaHHBIE CO CMEHHO-

CYTOYHBIMU IUIaHaMU-TpaduKamMu (3amaHuAMn),
IIPOU3BOJCTBEHHBIMU IIPOIpaMMaMH.
I[IK 2.2. VYuureiBaTb ¥ PETrUCTPUPOBATh PUYUHBI

HapyIIeHUH X0J1a IPOU3BOJCTBEHHOIO MPOLIECCa, UCTIOIb3YS
B pa0oTe TEeXHUYECKUE CPEJICTRA.

[IK 2.3. OpraHu3oBbiBaTh paboyee MeCTO, COOIIOAATH
npaBuia 6€30MacHOCTH TPY/Ia.

I1K 3.1. OcymecTBasTs KOHTPOJIb X0Aa MPOU3BOACTBEHHOTO
npoiiecca.

IIK 3.2. IlpoBoauTh [MarHOCTUKY W  MOHUTOPHUHT
MPaBUJIBHOCTH X0/J1a IPOM3BOACTBEHHOI'O IIpoIIecca.

[IK 3.3. Pa3pabarbiBaTh MEpONPUATHS OIEPEKAIOIIETO
KOHTPOJISI, HallpaBJICHHbIE Ha OMpeJielieHre 00ecTeueHHOCTH
BBIIIYCKA WM3JEJINH, COCTOSHUS 33€JI0OB B IIPOU3BOJACTBE U
COCTOSTHUE C€aMOro TPOM3BOACTBA (BBINOJIHEHHE HOPM
BBIpaOOTKH, MpocToH, Opak) Ha Haubojee Y3KHX €ro
y4JacTKax.

[IK 34. Coo0mars MOJTy4YECHHBIE AHHEIE B
IIPOU3BOJICTBEHHO-AUCIIETYEPCKHUM OT/I€T OPraHU3allu.

3uaTtb (3) OCHOBHBIC 3aKOHOJATEIHLHBIC
aKTel B 00JacTH JeNOMpPOU3BOICTBA,
BUJIbI JIOKYMEHTOB; pasuia
COCTaBNIEHUSI U O(POPMIICHUS PA3TMUHBIX
BHUJIOB JIOKYMEHTOB; TpeOOBaHUS K
TEKCTY CIY>KEOHBIX JOKYMEHTOB; O0INe
MpaBWjia  OpraHm3amuu  paboTel ¢
JOKYMEHTaMH;  NPUHIMUNB  paboThI
0(HCHON OpraHU3aIIMOHHON TEXHHUKHU.

YMmerb (Y): COCTaBIATH M OQOPMIISATH
pa3nyHbIe BU/IBI JIOKYMEHTOB;
opopMIATH  HOMEHKJIATypy Jel U
dbopMupoBaTh JAena B COOTBETCTBUU C
HOMEHKJIATYpOil ~ Z1€d;  OCYILECTBIATh
JOKYMEHTUPOBAHHE U  OpraHU3aIUI0
paboThl C JOKYMEHTaMH; HCIIOJIb30BaTh
O(pUCHYIO OpraHU3aIMOHHYIO TEXHUKY;




2. llean m 321241 OCBOCHUSA Y4eOHOM TUCHUILUIMHBI, MECTO JUCUMILIMHBI B CTPYKTYype
OIIOoII CIIO

Hucnuniuna «OCHOBBI JENONPOU3BOJCTBAY» OTHOCUTCS K 001enpodeccuoHaIbHOMY
UKy OCHOBHOH mpodeccnoHaabHoi oOpasoBatensHoi mnporpammbl CIIO mo mpodeccun
38.01.01 Omeparop aucrieT4epcKoil (IMPOU3BOICTBEHHO-TUCIIETYEPCKOM) CITyKOBI.

Llenplo W3y4yeHUs AMCUUIUIMHBI - SABISETCA (POPMHUPOBAHUE Y CTYJACHTOB 3HAHUIA
TEOPETUYECKUX U MTPAKTUUYECKUX OCHOB CO3JaHUs JOKYMEHTOB B CUCTEME YIPABIEHUS, a TAKXKE
npuoOpeTeHrue HABBIKOB T'PaMOTHOM ©  A(PQEKTUBHOM  OpraHM3allid  COBPEMEHHOIO
JIeNTOTIPOU3BOICTBA B IPO(PECCHOHATBHOM IEATETBHOCTH.

JUia peanu3anuu IOCTABICHHOW 1LI€JIM, B IPOLIECCE OCBOECHMS JAUCLMIIIMHBI
«/lenonpoun3BoacTBO» ObUTH CHOPMHUPOBAHBI CIIEAYIOIINE 3aJaUH:

— U3Yy4UTh  3aKOHOJATENbHBIE M  HOPMATUBHO-METOJUYECKHE  JTOKYMEHTHI,
periaMeHTHpyolye padboTy ¢ JOKYMEHTaMHU OpraHH3allu;

— O3HAaKOMHTh C TIPaBWJIAMH COCTaBJICHHS U OQOPMIICHUS YIPABICHUYECKHX
JIOKYMEHTOB;

— O3HaKOMHTH OOy4arolmMXcsi ¢ TpeOOBaHUSMU HOPMATUBHBIX IPABOBBIX aKTOB,
peraaMeHTUPYIOLIMX HOPSAIOK CO3/IaHUS U IBUKEHUS TOKYMEHTOB;

— cdopMupOBaTh y 00y4aroIMXCsl NMPAKTUYECKUE HABBIKM FOPUINYECKH I'PAMOTHOIO
0(OpMIICHUS JOKYMEHTOB, C YUE€TOM I0JIOKEHHI HOPMAaTUBHBIX JOKYMEHTOB;

—  U3Y4YUTh HOPSAAOK paOOTHI C JIMYHBIMU U CIIY)KEOHBIMH TOKYMEHTAMU;

— o0ecrneuuTh yCBOGHUE OCHOBHBIX MPaBUI 00PaOOTKHU U XpaHEHUs JOKYMEHTOB.

— cdopMupoBaTh HABBIKM COCTaBIEHUS W OQPOPMIICHHS OCHOBHBIX JIOKYMEHTOB
yIpaBICHUS;

—  U3Y4uTh pabOTy CIYKOBI TOKYMEHTAIIMOHHOT'O 00eCIIeUeHUs YIIPaBICHUS;

— O3HaKOMHTH CJHyHIaTeleil C COBPEMEHHBIMH TEXHOJOTHUSMU  OpraHU3alUU
JTIOKYMEHTOO00pOTa MPEANPUATAN U OpTraHU3aIHi.

3. O0beM y4eOHOM JTUCHUIIMHBI B 3a4eTHBIX eIMHUIAX ¢ YKa3aHHeM KOJIMYecTBa
aKaJeMHYeCKHX YaCOB, BbIICJCHHBIX HA KOHTAKTHYIO pa0doTy 00y4aromuxcs ¢
npenoaasareJieM (110 BUAAM Y4eOHbIX 3aHATHI, TeKYIIUI U NPOMEKYTOUYHBII KOHTPOJIb 110
AUCHHUIINHE) H HA CAMOCTOAITEIbHYIO pa0doTy 00y4aromuxcs

Bun yuebHol paboThl 1 cemectp
OO0uasi TPy10€eMKOCTb IMCUMILUIUHBI, YACOB 72
AyauTopHasi (KOHTaKTHas1) padoTa, 4acoB 20

B T.4. 3aHATHS JICKIITMOHHOI'O THUIIA -

3aHATUSL CEMUHAPCKOTO TUTIA 20
CamocrosiTe/ibHasi padoTa 00y4alouuxcs, 4acoB 52
Bun mpoMexyTouHOM aTTecTauu 3a4uer

4. Coneprkanue IMCHUILIMHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3jieiaM) ¢ yKa3aHueM
OTBEJEHHOI0 HA HUX KOJMYeCTBA aKaJeMUYeCKHX YaCOB U BU/IOB YUeOHBIX 3aHATHI



4.1 Ilepeuenv pazoenoe OuCUUNIUHBL C YKA3ZAHUEM MPYOOEMKOCMU aYOUMOPHOU
(KOHmMaKmmuoit) u camocmoamebHou padomul, 6U006 KOHMPONEll U hepeuHs KOMNnemeHyuil

TpynoeMKOCTb, 4aCOB
B TOM YHCJIE Kon
HaumeHnoBaHue pa3zienoB U TeM > v
BCETo ayJUTOPHOU CaMOCTOSITEIIBHOM |[KOMIIETEHIIUU
(KOHTaKTHO#) pabOTHI paboTHI
Paznen 1. Teoperuueckue OCHOBBI 23 6 17
J€JI0NPON3BOICTBA
1.1 Hcropus pa3BUTHSI TOCYJapCTBEHHOTO 7 5 5
JIeNIonpou3BoJicTBa B Poccun
1.2 Ilemn, 3amaud ¥ [IPUHLMIIGI 7 5 5
COBPEMEHHOTO JICJIONPOU3BOJICTBA OK-1
1.3 Knaccudukanms TOKyMEHTOB OK-2
Pa3gen 2. CoBpemeHHble TpeOOBaHMs OK-3
23 6 17
K 0(opMJIEHHIO TOKYMEHTOB OK-4
2.1. HopmatusHO-TIpaBOBEIE u OK-5
METOTUYCCKHE 11 3 8 OK-6
OCHOBBI JICIIONPOU3BOJICTBA OK-7
2.2 CocraBineHHE  OPraHHU3aLMOHHO- MK 1.1.
pacnopsauTENbHBIX M HUHQOPMALIMOHHO 12 3 9 MK 1.2.
CIIpaBOYHEIX JOKYMCHTOB K 1.3.
Paznen 3. Opranuszamusi padoTbl ¢ 26 8 18 K 2.1.
JAOKYMEHTaMH 1K 2.2.
3.1 Opranuszanus JOKyMEHTOOOOpOTa B 6 5 4 K 2.3.
OpraHu3aluu MK 3.1.
3.2 OCO6€HHO£JTI/I paboTel C KaapoBOH 6 5 4 K 3.2.
JIOKYMEHTAIueH K 3.3
3.3 Opranuzanus paboThI ¢ 00palleHUsIMHU 6 5 4 K 3.4.
rpaxaaH
3.4 DneKTpoHHBIH JOKYMEHTOOOOpOT B 8 5 6
OpraHu3alyu
HToro 3a cemecTp 72 20 52
HUTOI'O no xucuumninHe 72 20 52
4.2 Cooepircanue oucyuniunst no pazoenam
Paszgea 1. Teoperuyeckue OCHOBBI 1€JIONIPOU3BOACTBA
Iesun — wu3yyeHHE TEOPETHUUYECKUX OCHOB Pa3BUTHUS TOCYHAPCTBEHHOM CHCTEMBI

Jnenonpoun3BocTBa B Poccum.

3aga4ym — U3yYUTb OCHOBHBIE IOHATUS B CUCTEME JIEJIONPOU3BOJCTBA, M3YUUTh LEINH,
3ajaud U TPUHIUIBI COBPEMEHHOTO JEJIONPOU3BOJICTBA; U3YYUTh OCHOBHBIE ITalbl Pa3BUTHUS
roCy/1apCTBEHHOTO JEJI0NPOU3BOACTBa B Poccun.
ITepedyenb y4eOHBIX 2JIEMEHTOB pa3jeJia:
1.1 Ucropus pa3BuUTHUS TOCYIapCTBEHHOTO JETI0NpPOU3BoACcTBa B Poccun
1.2 Ilenu, 3ajauu ¥ MPUHLUIIBI COBPEMEHHOTO JAETIONPOU3BOICTBA
1.3 Kiaccudukanms TOKyMEHTOB
Pa3nes 2. CoBpeMeHHbIe TPeOOBaHMSA K 0(OPMIICHHIO JOKYMEHTOB
Hemn — wusydyeHue TpeOOBaHUM U HOPMATUBHO-METOAMYECKHX JOKYMEHTOB K
COCTaBJIEHUI0 M O(GOPMIICHHIO OPTraHU3aLMOHHO-PACTIOPAAUTENbHBIX M HWH(GOPMAIIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB, ¢ npumeHeHneM ACY.
3agaum — mnpHOOpeTeHHE HaABBIKOB MPUMEHEHHMS HOPMATHBHO-TIPABOBBIX AaKTOB,
JEJONpPOU3BOJCTBA U
JOKYMEHTO000pOTa; MPHOOPETEeHNE TEOPETUYECKUX U MPAKTUUYECKUX HABBIKOB B O(GOPMIICHUH
OpraHU3alMOHHO-PACHIOPSAAUTENBHBIX U HH(OPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.
ITepedyenb y4eOHBIX 2JIEMEHTOB pa3jeJia:
2.1. HopMaTtuBHO-TIpaBOBBIE K METOJAMYECKHE OCHOBBI IEJIONPOU3BOACTBA

METOJMYECKUX  JIOKYMEHTOB,  PErJIaMEHTHUPYIOIIHNX

BOIIPOCHI




2.2.  CocraBneHue OpPraHU3aMOHHO-PACTIOPSAIUTENBHBIX W HMH(POPMAIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB
Pazgen 3. Opranu3anust padoThbl ¢ JOKyMEHTAMH
Heaun — u3yunuth paboTy CIHyKOBl JOKYMEHTAIMOHHOTO OOCCIICUCHUS YIIPaBJICHHUS,
pPaccMOTpPETh ATAlbl TOKYMEHTOO0OpOTa B OPraHU3AIMH; PACCMOTPETh OCHOBHBIE TPEOOBaHUS K
oopMIICHHIO KaPOBOW JOKYMEHTAIMH U JTOKYMEHTAIMU 10 3asBUTEIIHBIM JIOKYMEHTAM.
3agauyu: O3HaKOMUTH OOYYAIOIIUXCS, C TPEOOBAHUSAMU HOPMATHUBHBIX MPABOBBIX AKTOB,
pErIaMEHTUPYIOIIUX HOPSAAOK CO3/1aHUs M JBW)KEHUS JOKYMEHTOB; O3HAKOMUTbH CTYJIEHTOB C
JTanamMy MPOXOXKJIEHUS JOKYMEHTOB; C(OPMHUPOBATH Yy OOYYAIOUIMXCA MPAKTUYECKHE HABBIKU
rpaMOTHOTO O(GOPMIICHHS IOKYMEHTOB, C YYETOM IIOJIO)KEHHH HOPMATHUBHBIX JIOKYMEHTOB;
U3YYUTh MOPSIOK pabOThl ¢ JTUYHBIMU U CIIY)KEOHBIMH JIOKYMEHTaMU; OOECIIEYUTh yYCBOEHUE
OCHOBHBIX TpaBmJI 00pabOTKH TOKyMEHTOB ¢ npuMmeHeHneM ACY; 03HAKOMUTH Clymiateien ¢
COBPEMEHHBIMH TEXHOJIOTHSIMH OpPraHU3alud JOKYMEHTO000pOTa NPeANpUITUNA U OPraHU3alui.
Ilepedyenb y4eOHBIX 2JIeMEHTOB pa3jeJia:
3.1 Opranuzanus J0KyMEHTO000pOTa B OpraHU3alNH
3.2 OcobGeHHOCTH pabOTHI ¢ KaAPOBOH JTOKyMEHTAIHEH
3.3 Opranm3anus padoThl ¢ 0OpaIICHUSIMHU TPaXxKaaH
3.4 DNEeKTPOHHBII JOKYMEHTOOOOPOT B OpraHU3auu

5. OueHo4YHble MaTEPHAJIBI IO TUCHHUILVIUHE
OrneHoYHBIC MaTepHAIBl MO AWCIUIUIMHE TPEACTaBICHbI B BUIE (OHAA OICHOYHBIX
CPEJICTB.

6. MaTepuajibHO-TeXHUYECKOE U Y4eOHO-MeTOoIn4YecKoe odecneyeHne I CHUIIHHbI
6.1 Ilepeuensv yueoHo-memoouuecko2o obecneyeHus no OUCUYUNIUHE

Ne ABTOp, Ha3BaHME, MECTO U3IAHHS, U3ATEIBCTBO, TO/I U3JaHUs, KOJIMYECTBO CTPAHUII, PEKUM
/ JlocTyna

1 MeTOI{H‘IeCKHe YKa3aHus 10 U3YUYCHUIO TUCTUITIIMHBI

6.2 Ilepeuens yueonvlx uzoanuil, He0OX00UMbIX 0151 0C60EHUSL OUCUUNTUHDL

Ne ABTOp, Ha3BaHHUE, MECTO U3/IaHUS, TO]1 Ccpuika Ha yueOHoe uznanue B ObC
n/n W3/IaHNs], KOJIMYECTBO CTPAHUII
OcHoBHas:
Makapos B.M. Teopust MeHEIKMEHTA:
1 | Vueb. [Tocobue. Cnb.: U3n-Bo http://ebs.rgazu.ru/index.php?q=node/3021

IMonurexu. Yu-ta, 2012. 125 c.

MaprteiHoBa, A. 1O. Beenenue B
MEHEKMEHT : yueOHoe nocobue / A.
FO. MapteiHoBa. —YbsHOBCK : Yl TV,
2010. — 172 c. ISBN 978-5-9795-0740-8

http://ebs.rgazu.ru/index.php?a0=node/2555

JomonauTtenbHas
Memaruxuua, JI. HO. MeHemKMeHT
Majioro MpeaIPUHUMATETHCTBA

yuebHoe mocobue s ByzoB / JI. HO.
[Memstuxuna, K. C. unumema, M. T
1 |CunskoBa. — 2-e u3n., ctep. — Cankr- | https://e.lanbook.com/book/193431
[TetepOypr : Jlanp, 2022. — 500 c. —
ISBN 978-5-8114-9398-2. — Tekcrt
SJIEKTPOHHBIM // JlaHb : 3JIEKTpOHHO-
ouoOmoreyHas cuctema. — URL:



http://ebs.rgazu.ru/index.php?q=node/3021
http://ebs.rgazu.ru/index.php?q=node/2555
https://e.lanbook.com/book/193431

YrpaBieHrue IpOeKTaMu : YIeOHUK IS
By30B / B. H. OctpoBckas, I'. B.
Boponmosa, O. H. MomoToBa [u 1p.]. —
2 4-¢ uzn., crep. — Cankr-IlerepOypr :
Jlanp, 2022. — 400 c. — ISBN 978-5-
8114-9172-8. — TekcT : 2IEKTPOHHBIN //
Jlanb : 31eKTPOHHO-O0MOIMOTEYHAS
cucrema. — URL:

https://e.lanbook.com/book/187775

6.3 llepeuens 31eKmMpOHHBIX 00PA308AMETbHBIX PECYPCOB

No DJIeKTPOHHBII 00pa3oBaTeIbHBII pecypc Hoctyn B DOP (ceTs UHTEpHET, TOKATbHASA
n/n ceTh, ABTOPM30BAHHBIII/CBOOOIHBIN 10CTYI
1 Poccwuiickas HanmoHanbHast OMOIUOTEKA http://nlr.ru/lawcenter_rnb
[DmexTpoHHBIN pecypc]
2 Poccwiickast ['ocymapcTBeHHas GHOIHOTEKA http://www.rsl.ru
[a1exTpoHHEIH pecypc].
3 denepanbHblii 00pa30BaTEIbHBIN MTOPTAT http://www.ecsocman.edu.ru
«OKOHOMHKA, COIIMOJIOTUS], MEHEDKMEHT))

6.4 Coepemennvle npogheccuonanvmvle 6a3vl OAHHBIX, UHGOPMAYUOHHBIE CNPABOUHbLE
cucmemsl u TUWEH3UOHHOE NPOCPAMMHOE 00ecneyenue

CoBpeMenHble NpodecCHOHAIBHBIE 0a3bI JAHHBIX, HHPOPMAIMOHHBIE CIPABOYHbIE
cucTeMbl, UH(PPOBBIE  JJIEKTPOHHBbIe  OMOJMOTEKM W JApPyrue  3JEeKTPOHHbIE
odpa3oBaTebHbIE PecypChl

1. JloroBop o monkiroYeHnH K HannoHaabHOM AIEKTpOHHON OUOIMOTEKE U
IpEeJOCTaBIeHNH JocTyna K oObekTam HanmoHanpHON 531€KTpOHHOM OMONIHOTEKH
Nel01/HBB/0502-1 ot 26.02.2020 5 neT ¢ nposoHramuen

2. Cornamenue o OecruiaTHOM TecToBoM joctyrne K Polpred.com. OG630p
CMMU 27.04.2016 Geccpouno

3. Cornamenue o OecrutlaTHOM TecToBOM joctyrne kK Polpred.com. OG630p
CMMU 02.03.2020 Geccpouno

4. WHudpopmanoHHO-cIIpaBOYHas cucrema «I"apanT» — URL:
https://www.garant.ru/ MupopmaimoHHo-cripaBoyHasi cuctema JIMIEH3HOHHBIN JOTOBOP

Ne 261709/0I1-2 ot 25.06.2021

5. «Koncynprant ITmocy. — URL: http://www.consultant.ru/ cBoGoambIi
JOCTYI

6. DnekTpoHHO-OMONMMoOTeuHass — cuctema  AgriLib  http://ebs.rgunh.ru/
(cBUIETENBCTBO O TOCYIApCTBEHHOH peructpanuu 0aszpl naHHbIX Ne2014620472 ot
21.03.2014).

Hoctyn K 3JICKTPOHHOM HH(OPMALOHHO-00pa30BaTeIbHOM cpexne,
HH(OPMALMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTH «AHTEepHeT»
1. Cucrema nucrannmoHHoro oOyuenums Moodle www.portfolio.rgunh.ru
(cBOOO/IHO pacpoCTPaHAEMOE)
2. [TpaBo ucnonws3zoBanus nporpamm s IBM Mirapolis HCM B cocrase
(GyHKIIMOHAIBHBIX OJOKOB U MojyJnieii: BupTyanbHas KoMHaTa.
3. VHHOBaIMOHHAs CUCTeMa TECTUPOBAHUS — IPOTpaMMHOE OOecriedeHne Ha
matdopme 1C (Jorosop Ne K/06/03 ot 13.06.2017). beccpounsrii.
4. OOpazoBaTebHBII HHTEPHET — MOpTall YHHUBEpcuTeTa BepHaickoro (cBUAETEIHCTBO O
peructpanuu cpeacTBa MmaccoBbix nHpopManuu i1 Ne ®C77-51402 ot 19.10.2012).



https://e.lanbook.com/book/187775
https://www.garant.ru/
http://www.consultant.ru/
http://ebs.rgunh.ru/
http://www.portfolio.rgunh.ru/

JIueH3noHHOe U CBOOOJIHO PaCIpPOCTPaHsieMoe MPOrpaMMHoOe o0ecriedeHue

1. OpenOffice —  cBoOOmHBI  TaKeT  OQPHUCHBIX  NPWIOKEHHH  (CBOOOIHO
pacrpocTpaHsieMoe)

2. linuxmint.com https://linuxmint.com/ (cBo60HO pactpocTpaHIeMoe)

3. DnekTpoHHO-OnbMMoTeunas cucrema Agrilib http://ebs.rgunh.ru/ (cBuaeTenscTBO 0
rocy/IapCcTBEHHOW peructpanuu 0a3bl gaHHbIX Ne2014620472 ot 21.03.2014) coOGcTBEHHOCTH
YHHUBEPCUTETA.

4. Odunmanenas crpannna ®I'bBOY BO MCX PO «Poccuiickuii rocyIapCTBEHHBIH
YHHBEPCHTET HApOAHOro Xo3sictBa umenn B.M. Bepaamckoro» https://vk.com/rgunh.ru
(cBOOOAHO pacmpocTpaHsIeMoe)

5. ITopran ®I'bOY BO MCX P® «Poccuiickuii TOCYyIapCTBEHHBIA YHUBEPCUTET
HapoAgHOro Xxo3siiictBa wuMenu B.M. Bepranackoro»  (CBOOOAHO — pacrpocTpaHsemoe)
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31

1. 6. AntuBupycHoe nporpammHoe obecrniedenne Dr. WEB Desktop Security Suite
(CyOnuuensuonnsblii joroBop Nel3740 Ha mepenady HEUCKIIOYUTENBHBIX MPaB Ha MPOTPaMMBI
st OBM ot 01.07.2021).

6.5 IlepeyeHnb yueOHbIX ayJUTOPHIL, 000PY10BAHNS U TEXHUYECKHX CPEICTB

o0yueHust
KabuneT nenonpouns3BojcTBa s MpoBeAcHUs yueOHbIX 3auatuii | 143907, MockoBckas 06sacTh, T. banariuxa,
(Ypok, mpakTHUECKOe 3aHATHE, JAO0paTOPHOE 3aHSTHE, VI mocce DHTY3HacToB, 1. 50, kab. 240
KOHCYJIbTaIIMs, JIEKIHUs, CEMUHAP), JUISl IIPOBEACHHS TPYNNoBbIX U | [Inomans nomenienus 58,8 KB.M.
WHIMBHIYaJIbHBIX KOHCYJIBTALUH, TEKYIIETO KOHTPOIIS, Ne 1o TexHMYECKOH MHBEHTapu3anuu 254,
MPOMEXXYTOYHOH aTTeCTAIlNN ¥ BOCIUTATEIbHON pabOoTHI. 3Tax 2

Crenuanu3upoBaHHas MeOelb, 10CKa MEIoBasi, IKpaH
HACTEHHBIH, IPOEKTOP

IMomemenne mms camocTosTensHOW pabotel. [lepconampHble | 143907, MockoBckast 00macTb, . banammxa,
KOMITBIOTEPHI B COOPKE C BBIXOJOM B HHTEPHET. yII. mocce DHTY3UacTOB, 1. 50, YUTaIBHBIN 327
ITnomans nomenienus 497,4 kB. M.

Ne o TexHMYECKOW MHBEeHTapu3auu 177,

aTax 1
[Tomemenue TSt CaMOCTOSITEIbHOM paboTsl. | 143900, MockoBckas o6nactsk, T. banammuxa,
Crnenuanu3upoBaHHass MeOellb, MEpCOHANbHbIE KOMIbBIOTEPHI B |yi. FOmmuyca @yuuka 1.1, ka6. 320
cOOpKe C BBIXOJIOM B HHTECPHET. [Tnomaae momemenus 49,7 KB. M.
Ne o TexHnueckoi nHBeHTapu3anuu 313,
aTax 3

YuebHast aynuropus Uil y4eOHBIX 3aHATHH oOydaromuxcst u3 | 143907, MockoBckas o6macT, I. bamammuxa,
ancna uHBanHAoB U sl ¢ OB3. CreumammsnposanHas MeOenb. |y, mocce DHTy3macToB, 1. 50, ka6. 105
ABTOMaTH3MpPOBaHHOE  pabodee  MeCTO JUIA  MHBAIMIOB- | [Igomamh OMEIICHHS 52,8 KB. M.
KOJICOYHHKOB C KOPPEKIMOHHOW TEXHWKOW W HWHIYKIHOHHOW
cucremoii DnCuc 290; ABTOMaTH3UpOBaHHOE paboyee MECTo JUIs
CTa0OBUSIIIUX W HE3PSYNX IOJIB30BaTeNieil CO CTallMOHAPHBIM
BugeoyBenuuutenem OnCuc 29 ON; ABTOMaTU3UPOBAHHOE
pabodee MecTo st cabOBUIAIIMX U HE3PSIUMX MOJIB30BaTEICH C
MOPTAaTUBHBIM BHIEOYBEINYNTEIIEM OnCuc 207 CF;
ABTOMaTH3UPOBAHHOE Dadouee MECTO Ui CIa0OBHUOSAIINX M
HE3psYUX MoJb30BaTeneit ¢ ynratomei mamuHoi OnCuc 207 CN;
ArmmapaTHBII KOMIDIEKC ¢ (YHKIUCH BHICOYBEINICHUS U YTCHUS
JUTSL CITA0OBUISIINX M He3psiuuX noib3opareneit InCuc 207 OS.

Ne no TexHuueckod wuHBeHTapu3auuu 116,
sTax |



https://linuxmint.com/
http://ebs.rgunh.ru/
https://vk.com/rgunh.ru
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31

DEJEPAJIBHOE I'OCY TAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIbHOE YUPEXJIEHUE BBICIIET'O ObPA3OBAHUA
MUMHUCTEPCTBA CEJIbBCKOI'O XO34HUCTBA POCCUMCKOU ®EJJEPALINN

«POCCHMCKHAM TOCYIAPCTBEHHBII YHUBEPCUTET HAPOJHOI'O X035 CTBA
WMEHHU B.1A. BEPHAJICKOI'O»
(Yausepcurer BepHajackoro)

@®oHJ OLIEHOYHBIX CpeaACTB IJId NIPOBECACHUA TEKYIIECI0 KOHTPOJIA |
HpOMe)KyTO‘IHOﬁ arrecranmmun oﬁyqamumxcn o JIMCHMIIJIMHE

«OCHOBBI ACJTOIIPOU3BOACTBA

HaunmenoBanue npodeccun 38.01.01 OnepaTop aucneTyepckon

(HDOI/IBBOI[CTBeHHO-I[I/ICHGT‘-IGDCKOI‘/II) CJ'IV)K6I)I

Keanuduxanus OnepaTop nucneTdepckoit (Mporu3BOACTBEHHO-IUCTIETYEPCKON)

CITYKOBI

®dopma oOyueHUs: OUHAs

bamammuxa 2024 r.



1.0nucanue noxa3arteseil 1 KpuTepreB OLEHUBAHMUSA IJIAHMPYEMbIX Pe3y/JIbTATOB 00y4eHHs 110 Y4eOHOH THCIUIINHE

Komnerenumit

YpoBeHb 0CBOEHMS

HNuaukarop chopMHUpPOBAHHOCTH KOMIIETEH U
IlnanupyemMblie pe3yabTaTbl 00y4eHUs

OK 1. IToHuMaTth CyLIHOCTb U COLMAIbHYIO
3HAYUMOCTD Oynymen npodeccum,
IIPOSIBJIATH K HEW YCTOWYMBBINA UHTEPEC.

OK 2. Opraau3oBbiBaTh COOCTBEHHYIO
JEeSITENIbHOCTh, UCXOS U3 LIEJU U CIIOCOO0B
ee JOCTHKEHHUS, OIpeIeIeHHBIX
PYKOBOJUTEIEM.

OK 3. Anann3upoBath pabo4ylo CUTYAIHIO,
OCYHIECTBJIATh TEKYUIMH W  WUTOTOBBIA
KOHTPOJIb, OLIEHKY H KOPPEKIIHIO
COOCTBEHHOM JIESITEIbHOCTH, HECTH
OTBETCTBEHHOCTb 3a pE3ylbTaThl CBOEH
paboTHI.

OK 4. OcyuiecTBasATh MOUCK MHPOpPMALIUH,
HE0OXO0UMOi TUTSt 3¢ pexTUBHOTO
BBINOJIHEHUS TPO(HECCHOHANIBHBIX 3a/1a4.
OK 5. HcnonwpzoBaTh HHPOPMAIMOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTUH B
npodeccuoHanbHOM e TENbHOCTH.

OK 6. Paborats B xomanzae, 3¢(pdeKkTuBHO
o0miatbcsi € KOJIJIETaMH, PYKOBOJCTBOM,
KJINEHTaMH.

OK 7. VcnionHATh BOMHCKYIO 00SI3aHHOCTb,
B TOM YHUCJIE C IPUMEHEHHUEM IIOJYYEHHBIX
npodeccuoHaNbHbIX 3HaHUHN (17151 FOHOIIEH ).

IoporoBbii
(YAOBJ1€TBOPHUTEJIHHO)

3HATh: OCHOBHBIC 3aKOHOJATENIbHBIE aKThl B OOJIACTU J1EJIONPOU3BO/CTBA;
BU/IBI IOKYMEHTOB; IIPaBUJIa COCTABICHUS U ODOPMIICHHS PA3INYHBIX BUIOB
JOKYMEHTOB; TpeOOBaHMA K TEKCTY CIyXeOHBIX JIOKyMEHTOB; oOIIue
IpaBWja OpraHu3alud pabOTHl C JOKYMEHTaMH; HPUHIUIBI pabOThI
o(ucHOI OpraHN3alMOHHON TEXHUKH.

yMeTh:  COCTaBIATh U OGOPMIATH pa3JIUYHbIE BUABI JIOKYMEHTOB;
oopMIIATH HOMEHKIATYpy nel1 U (OpPMHpPOBATH Jelia B COOTBETCTBHH C
HOMEHKJIATYpOH JIEN; OCYIIECTBIATH JOKYMEHTUPOBAHWE M OPTaHH3aLHUI0
paboTBl ¢ JOKYMEHTaMH; HCIIOJIb30BaTh O(HCHYI0 OpPTraHU3alMOHHYIO
TEXHHKY;

IIpoaBuHYyTHI
(xopo1uo)

3Haer TBepao: OCHOBHBIE  3aKOHOJATEJIbHbIE aKThl B  00JacTH
NEJIONPOU3BOJCTBA; BUABl  JOKYMEHTOB; IIpaBWJIa  COCTAaBJIICHHA H
oQopMIIEHHs pa3IMYHBIX BHUIOB JOKYMEHTOB; TpeOOBaHMSI K TEKCTY
CIIy’)KeOHBIX JIOKYMEHTOB; OOIIMe TpaBWiIa OpraHu3amuu padoThl C
JOKYMEHTaMU; IPUHLHUIIBI pab0oThl OPUCHON OpraHU3alMOHHON TEXHUKH.
YMeer yBepeHHO: COCTaBJIATh U OPOPMIIATH Pa3IMYHbIE BUIBI IOKYMEHTOB;
oQOopMIIITH HOMEHKJIATYpy A€l U (OpMHUPOBATH Jiejla B COOTBETCTBUU C
HOMEHKJIATYpO! J€l; OCYILIECTBIATh JOKYMEHTHUPOBAHUE M OpraHU3ALUI0
paboTel C JIOKYMEHTaMH; HCIOJb30BaTh O(HUCHYIO OpraHHU3allMOHHYIO
TEXHUKY,

Bricoxkuit
(oTIM4HO)

Hmeer C(l)OpMHpOBaBIlIeeCﬂ CUCTEMATHYECCKHE SHAHUA: OCHOBHBIC
3aKOHOJIATENIbHbIE aKThl B OOJIACTH AEJIONPOU3BOICTBA; BU/bI TOKYMEHTOB;
MpaBWJIa COCTaBIEHUS M OGOPMIIEHHUS Pa3IUYHBIX BHUJOB JIOKYMEHTOB;
TpeOOBaHUS K TEKCTy CIYXeOHBIX JOKYMEHTOB; OOIIME MpaBuia
OopraHu3anu padoThl € JOKYMEHTaM{; HPUHLUIBI paboThl O(pUCHON
OpPraHMU3aLIMOHHOMN TEXHUKHU.

HNmeer copmupoBaBuicecss CHCTEMATHYECKOe YMeEHHe: COCTaBJIATh U
oopMIIATH pazaMyHbIE BUABI JOKYMEHTOB; O(OPMISITH HOMEHKIATYPY Hel
1 (hOpMHUPOBATH JIeJIa B COOTBETCTBUU C HOMEHKJIATYpOH JeJl; OCYIIECTBIATh
JOKYMEHTUPOBAHHE M OpPraHU3aIMio paboThl ¢ JOKYMEHTaMH; UCIOIb30BaTh

O(QUCHYIO OpraHU3aI[MOHHYIO TEXHUKY;
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IIK 1.1. Bectu nucnerdyepckuil >KypHad,
pPErucTpupoBaTh OIEpPaTUBHbBIE PANoOpPThl U
APYTYI0 TEXHUYECKYIO JTOKYMEHTAIIHIO.

IIK 1.2. OOGpabarpiBaTh JaHHBIE O cjaade
BBIIIOJTHEHHBIX paboT, O Iepenaye roToBOM
HOPOAYKIUH IO MEXLEXOBOW KOOoNepalnuu
WM Ha CKJIaJ.

I[IK 1.3. Ilpou3BoauTb  MOHHMTOPUHT
BBITIOJIHEHHBIX Pa0oT.

IIK 2.1. ComnocraBisiTh  IOJY4YECHHBIE
JaHHbIE CO CMEHHO-CYTOYHBIMM ILJIaHAMU-
rpadgukamu (3amaHusAMH ),

IIPOM3BOJICTBEHHBIMU IIPOrpaMMaMH.
I[IK 2.2. Y4yuthiBaTh M PETUCTPUPOBATH
MIPUYUHBI HapyLEeHUN xozja
IIPOM3BO/ICTBEHHOT'O MPOLIECCa, UCTIONb3YS B
paboTe TEXHUYECKHE CPE/ICTBA.

I1IK 2.3. OpranusoBbiBaTh pabodee MecTo,
coOmro1aTh MpaBuiia 6€30MacHOCTH TPY/Ia.
IIK 3.1. OcymecTBusaTh KOHTPOJIb XOAA
IIPOM3BOJICTBEHHOTO MPOILIEcca.

I[IK 3.2. [IlpoBoautrh JUAarHOCTHKYy U
MOHHUTOPHUHT MIPaBUJIBHOCTH xoJa
IIPOU3BOJICTBEHHOIO IIpoLiEcca.

I[IK 3.3. Pa3pabarbiBaTh MEpONpPUITHS
OTIEPEKAOIIET0 KOHTPOJISI, HaIlpaBlIEHHBIE
Ha oIpeJiesieHue 00eCcIIeYeHHOCTH BBIITyCKa

W3/1eNnH, COCTOSIHMS 3a/1€710B B
IIPOU3BOJACTBE U  COCTOSHHME  CaMOIo
MIPOU3BO/ICTBA (BBITIOJTHEHUE HOpM

BbIpabOTKH, MpocTou, Opak) Ha Hamboiee
Y3KHX €r0 y4acTKax.

I1K 3.4. CoobmaTh MoJTy4YeHHBIE JaHHBIE B
MPOU3BOACTBCHHO-ANCIETYEPCKUN  OTAEN
OpraHu3aIHH.

IToporoBbiii
(YAOBJ1€TBOPHUTEJIBHO)

3HaTh: OCHOBHBIC 3aKOHOJATENIbHBIC aKThl B OOJACTH JEIIONPOU3BOJICTBA;
BU/IbI IOKYMEHTOB; IIPaBUJIa COCTABICHUS U ODOPMIICHHS PA3IUYHBIX BUIOB
JOKYMEHTOB; TpeOOBaHMA K TEKCTY CIYXeOHBIX JOKYMEHTOB; oOIiue
IpaBWjia OpraHu3alud pabOTHl C JOKYMEHTaMH; HPUHIUIBI pabOThI
Oo(UCHON OpraHU3AIMOHHON TEXHHUKH.

yMeTh:  COCTAaBIATH M O(GOPMIIATH pa3UYHBIC BHABI JOKYMEHTOB;
oopMIIATH HOMEHKIATYpy nel1 U (OpPMHpPOBATH Jella B COOTBETCTBHH C
HOMEHKJIATYpOH JIeN; OCYIIECTBIATH JAOKYMEHTUPOBAHWE WM OPTraHH3aLUI0
paboTBl ¢ JOKYMEHTaMH; HCIIOJIB30BaTh O(HCHYIO OpTraHU3aIMOHHYIO
TEXHHKY;

IIponBunyTHI
(xopowo)

3Haer TBepao: OCHOBHBIE  3aKOHOJATEJIbHbIE aKThl B  00JacTH
JeJONPOU3BOJICTBA;  BUIbl  JOKYMEHTOB; IpaBWJIa COCTaBJICHUS U
oopMieHHs pPa3TUYHBIX BHJOB JOKYMEHTOB; TpeOOBaHHA K TEKCTY
CIy’)keOHBIX JOKYMEHTOB; OOINMe TMpaBHJia OpraHu3aluu paboThl C
JOKYMEHTaMH; IIPUHIIMITBI PA0OTHI OPHCHON OPraHU3alMOHHON TEXHUKH.
YMeer yBepeHHO: COCTaBJIATh U OPOPMIIATH PA3IUYHbIC BUABI IOKYMEHTOB;
oQopMIIITH HOMEHKJIATypy Ael U (OpMHUPOBATh Jiela B COOTBETCTBUU C
HOMEHKJIATypOH JI€J; OCYIIECTBIATH JOKYMEHTUPOBAHWE U OpPraHU3aLUIO
paboTel C JIOKYMEHTaMH; HCIOJb30BaTh O(HUCHYIO OpraHHU3allMOHHYIO
TEXHHKY;

Bricokuii
(oTJIM4HO)

Hmeer C(l)OpMHpOBaBIIIeeCﬂ CUCTEMATHYECCKHE SHAHUA: OCHOBHBIC
3aKOHOJIaTeIbHbIE aKThl B OOJIACTH AEJIONPOU3BOICTBA; BU/bI JOKYMEHTOB;
MpaBWJIa COCTaBIEHUS M OQOPMIICHHS Ppa3IUYHBIX BHUJOB JIOKYMEHTOB;
TpeOOBaHUS K TEKCTy CIYyXeOHbIX JOKYMEHTOB; oOO0IIMe MpaBuia
OopraHu3anu padoThl € JOKYMEHTaM{; HPUHLUIBI paboThl O(pUCHON
OpraHU3al[MOHHOM TEXHUKHU.

HNmeer chopmupoBaBuicecss CHCTEMATHYECKOe YMeEHMe: COCTaBJIATh U
oopMIIATH pazaMyHbIE BUABI JOKYMEHTOB; O(OPMISITH HOMEHKIATYPY Hel
u popmMHpOBaTH AeNa B COOTBETCTBUU C HOMEHKIATYPOIl Ael; OCYIECTBIISTh
JOKYMEHTUPOBAaHHE M OpraHu3aluio paboThl ¢ JOKYMEHTaMH; UCIOIb30BATh
O(QUCHYIO OpraHU3aI[MOHHYIO TEXHUKY;
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2. Onucanue HIKaJ OHeHUBAHUSA

2.1 lllkana oyenusanus Ha Imane MeKyuLe20 KOHmMpos

dopma tekymiero | OTcyrcTBue ycBoeHus | [Toporossrit [TpoaBuHYTHII (XOPOIIIO) Bricokuii (0TJIMYHO)
KOHTPOJIA (HUKe OPOTOBOTO0) (YIOBIETBOPUTEIILHO)
Brmonaenue HE BBHITIOJIHEHA Wiu Bce | Pemeno 6onee 50% 3amanus, | Pemeno Gonee 70% 3amaHus, | Bce 3aaHus pelieHbl 0e3
IIPAKTUYECKOIO 3aJaHusl | 3aJaHus peiensl | HO MeHee 70% HO €CTh OIIUOKH omr0oK
HEMPaBUILHO
VYCTHBINM OTBET HA BONIPOC | HE BbIMOJHEHa Wik Bcee | Llenp w  3amaum  Bompoca | Llens u 3amaum BeimonHeHus | Llenbs Hanucanus oTBETa Ha
3a/laHus pEILICHBI | JOCTUTHYTHI YaCTUYHO. BOIPOCA IOCTUTHYTHI. BOIIPOC JOCTUTHYTA,
HEMPABWIHHO 3a/1a4 PEIICHBI.
Pedepar He BbimonHeHa wiu Bee | Llenbp w 3amaum pedepata | Llenp u 3amaun BwimonHenus | Llens nanmucanus pedepara
3a/1aHus pEIIeHBI | TOCTUTHYTHI 4acTU4HO. | pedepara JIOCTUTHYTHI. | JOCTUTHYTA, 3a/1auun
HEMPaBUILHO AKTYalnbHOCTh TeMbl | AKTyaJbHOCTh TeMbI pedepaTa | pemieHsl.  AKTyalbHOCTb
pedepara ompeJieNieHa | MOATBEPKICHA. Pedepar | Tembr WCCJICIOBAHUS
HeyOeautensHO. B pedepare | BBINOIHEH ¢ HE3HAUUTEIBHBIMU | KOPPEKTHO u TMIOJIHO
BBISIBIIGHBI ~ 3HAYUTEJBHBIC | OTKJIOHEHUSIMU OT TpeOOoBaHM | 000CHOBaHA. Pedepar
OTKJIOHEHHSI OT TpeOOBaHUI | METOJUYECKHUX yKa3aHUM. BBITIOJIHEH COTJIaCHO
METOJAMYECKUX YKa3aHUH. TpeOOBAHUSIM.

2.2 lllkana oyenusanusa Ha smane NPOMeHCymouHou ammecmayuu (3auem u IK3amen, Kypcoeas paboma)

®opmMma

i OTCYTCTBHE  yCBOEHHMS y y y
TIPOMEXKYTOTHON T Y [Toporossiii (ynosnetBoputenbto) | [poaBuryTsiii (xopoio) | Beicokuit (oTim4HO)
aTTecTalyu (HMKE IOPOTOBOTO)
Beinonuenue
UTOTOBOTO Menee 51% 51-79% 80-90% 91% u Oonee
TECTHPOBAHHS
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3. TunoBble KOHTPOJIbHBIE 3aJaHUS WIN HHbIe MATEPHAJIbI, HEO0X0AUMBbIE IJISl OLlEHKH
3HAHWI, YMEHHM i, HABBIKOB M (WJIH) ONBITA JAeSITeJIbHOCTH, XaPpAKTEPU3YIOIIUX ITATbI
(opMupoBaHusa KOMIETEHINH B poLiecce OCBOEHHUsI 00Pa30BaTeIbHOM MPOrPaMMBbI

®OH/J OHEHOYHBIX CPEJCTB AJIs TEKYIIEI'O KOHTPOJISA
Pa3zgea 1. TeopeTuueckue OCHOBBI 1€JIONIPOU3BOACTBA

3aganme 1. 3amonHuTh TAOMUIy, C Y4YETOM  paclpeneleHusi 3aKOHOB M HOPMAaTHBHBIX
JIOKYMEHTOB, peryaupytomux ['CJ]

Hassanue noxymenra UYro perynupyer JOKyMEHT, Bunsl 10KyMeHTOB
OIMCAHHE (mpuBenuTe
IpuMep)

KonudunmpoBannbie 3aKoHbI

Vka3bl u pactiopsbkenus [Ipesunenta Poccuiickoit @enepannu, MOCTaHOBICHUS
[IpaButenscTBa Poccuiickoit denepanuu B chepe 1e0mpon3BoaCTB

3akoHoJaTeabHbIe akThl cyObekTOB Poccuiickoit denepanny U NpaBoBbI€ aKThl, IPUHUMAEMbIE
OpraHaMHM HUCIOJIHUTENIbHOM BIacTH cyObekToB Poccuiickoit denepanuu

HopmaruBHbIe paBOBBIE aKTHI (hefepabHBIX OPraHOB UCTIOHUTEFHON BIIACTH
(MHUHHCTEPCTB, KOMUTETOB, CIYX0, ar€HTCTB U JIp.), PEIIaMEHTHUPYIOIIHNE BOIPOCHI
JIOKYMEHTAIIMOHHOTO 00€CIIeueHUs

TexHuueckue periaMeHThl U Hal[MOHAJIbHbIE CTAHAAPTHI B 00JIACTH JOKYMEHTAIIMOHHOTO
o0ecnedyeHus yrpaBaeHHs

TexHuveckue peraMeHThl U HallMOHAIbHbIE CTAHIapThl B 00JIACTH JJOKYMEHTAI[HOHHOTO
o0ecrnieueHus yrpaBJieHUs

O6HlepOCCHﬁCKHe KJ'IaCCI/I(i)I/IKaTOpBI TEXHUKO-PKOHOMHYECKOM 1 COIlHaIbHOMN I/IH(I)OpMaI_II/II/I

yHI/I(I)I/H_[I/IpOBaHHBIe CHUCTCMBbI JOKYMCHTAIIUN

3ananmue 2. 3anonHnuTe TaONMIy. Brinmmre BUaBI JOKYMEHTOB OTHOCHUTEHHO MTEPHUOJIOB:
[IpukazHoe 1e10IPOU3BOICTBO Komnnexckoe MuHucrepckoe
JIETIOTIPON3BO/ICTBO JIETOTIPOU3BOICTBO

OtBerbTe Ha Bompoc. UeM 3HameHarenbHbl Aathl: 23 mapta 1840 r., 1868 r., 27 denpans 1720
r.?

3apganme 3. [TucbMeHHO oTBeThTE Ha Bompoc. OOBSICHUTE TEPMUHBI «YHHU(PHUKALUD» U
«cTaHgapTu3anus» nokymeHTa. Kak cooTHOCATCS 1aHHBIE TOHATHS?

3ananue 4. BriOepute U3 MpaBoil KOJOHKH OINpENeNeHus, OTHOCSIINECS K TePMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO IPOHYMEPOBAB UX.
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1. HO,H.TIHHHHK TouHoe BOCTNIPOH3IBCIACHHC NOATHHHHKA

2. Konus Konus, kotopas BHAAETCA B CHyHae YTPaThl No-
NHHHIKA WIH OpHIrHHaNa, 001a1aeT Toil e IpHIM-
YECKOIT CHJION, YTO U NONHHHHK

3. Qybankar Konisa Hexoadmero JoKyYMEHTa, KOTOpRIiT ocTaeTcs
B YUPEKASHHH

4. Brinucka OpuruHan (JOKYMEHT B OKOHUYATENIbHOH peaaKLiH,
othopMneHHHil ¢ yueToM TpebosaHuii [octa)

5. Otnyck Konita odHuHaneHOro J0KYMEHTA, KOTOpas BOC-

NPOM3BOAMT KaKYIO-THOO 4YacTh, 3aBEPECHHYKD B
opHUIANEHOM MOPsAJKE

6. Astorpad JIOKyMeHT, KOTOpbIH HanucaH aBTOPOM OTITYCKa

3aua1me 5. 3anonauTe Ta6J'II/II_[bI 110 KJ'IaCCI/I(I)I/IKaL[I/IOHHBIM IIpU3HAKaM JOKYMCHTOB

I1lo HaumMeHOBaHMIO [To mecty Ilo crenenu ITo copepxaHuto
COCTAaBJICHUS IJIaCHOCTU
ITo cpokam ITo Ha3HaueHHIO o ropuanueckoin ITo cpokam xpaHeHus
HUCIOJIHEHUS cuie

3aganue 6. [[MCbMEHHO OTBETHTE HA CIEAYIOLIME BOIIPOCHI:

1.  Yro Takoe Aen0npou3BOACTBO?

2. Jlaiite ompeneneHue MOHITHIO «IOKYMEHTHPOBAHUE)

3. HazoBute ocHOBHBIC (YHKIINU JTOKYMEHTA.

4.  Kakue obmepoccuiickue KiacCu(pUKaTopbl HCHOJIB3YIOTCA TNpU  O(GOPMIICHUU
OpraHU3alMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB?

5. Kakme BHIBI JOKYMEHTOB BKJIIOYaeT B ce0s cHCTEMa OpraHU3aldOHHO-
pacnopsIUTENIbHON JOKYMEHTAIUU?

6. Kakume paznuuaroT crnocoObl JOKYMEHTHPOBAHUS B 3aBHCHUMOCTH OT CpE/ACTB
JIOKYMEHTUPOBaHHUS?

7. UTo MOHMMAIOT NOJ FOPUAMYECKON CHIION JOKyMEHTa?

3ananme 7. IloAroroBbTe NOKJA] C MPE3CHTAMEN MO OJHOW U3 MPEIIOKEHHBIX TEM
(toxyax Ha 5 MUHYT, ipe3eHTanus 10-12 cnaiinos)

1.  VYcosepiuieHcTBOBaHUE IETIONPOU3BOICTBA HA MPEANPUATUN

2.  Pa3BuTHe HOKyMEHTAIIMOHHBIX CIIY:KO Ha COBPEMEHHOM JTarie

3.  TexHuueckue CpeAcTBa, YHpPOILAKOLIME BEACHHE JAEIONPOU3BOJACTBA Ha
IPEIIPUATHH.
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4.

HCJ’IOBaﬂ NEPENHCKA - HCOTHEMIIEMOC CPCACTBO CBA3U MPEANIPUATUA C BHCIITHUMU

OpraHu3aLUSIMH.

5. Kax oBnazneTh HCKyCCTBOM JI€JI0BOIO IMChMA.

6 JIoKyMEeHTHpOBaHHE YIIPABICHYECKOH 1S TETbHOCTH OpraHU3alty.

7. JIOKyMEHT Kak CpeJICTBO 3aKpEIICHHs U PETPaHCIIALUU UH)OPMAIIH.

8.  Mudopmaruzanms nenonpon3BoicTBa

9.  JlokyMeHTHpOBaHUE TPYJOBbIX OTHOLICHUN

10. KomnbroTepHbIE TEXHOJIOTUHU B ICTONPOU3BOJICTBE

11. AmnHanu3 JOKYMEHTOOO0OpOTa U METOABI €r0 COBEPILIEHCTBOBAHUS

12. Pabora ¢ KoH}HUAECHIINATHHBIMU JOKYMEHTAMHU

13. Opranuzanus paboThl ¢ JOKYMEHTaMH

14. Amnanu3 JOKYMEHTOOOOPOTa U METO/BI €r0 COBEPIICHCTBOBAHUSI.

15. MUcropust pa3BUTHs JOKYMEHTOBEIECHUS

16. CoBpeMeHHOE JTOKyMEHTOBEICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Opranuzanus J0KyMEHTOOOOPOTAa: OCHOBHBIE ITPABHJIA U 3TAIIbI.

2. Drtambl pa3BUTHS JeJIONPOU3BOACTBa B Poccun.

3. Cmyx0a enonpon3BoJICTBA M IOKYMEHTAIIMOHHOT'O 00ECIICUCHSI YITPABIICHUS.

4. HopmaruBHO-IpaBoBas 0a3a COBPEMEHHOIO JEJIONPOU3BOICTBA.

5. HopwmartuBHast ocHOBa mporecca JOKYMEHTHPOBAHUS YIIPABJICHHUS TIEPCOHAIIOM.

6.  OpranuzanoHHbIE KaJPOBbIE JOKYMEHTBI: COCTaB, COAEP)KaHUE, OPSAAO0K
MOJTOTOBKH U 0(hOPMIICHUSI.

7. JIomKHOCTHAs MHCTPYKLUS KaK OPraHU3allMOHHBIN KaJpOBbIA JOKYMEHT.

8.  CocraB u BUIBI KaJIPOBOH TOKYMEHTAIINH.

9.  JlokymMeHTHpOBaHUE Mpolecca 0pOpPMICHHS TPYAOBBIX OTHOLICHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekpetapp B CTpYKType YIpaBieHHUs

12.  OdwucHsle cpencTBa pabOTH C JOKYMEHTAMHU

13. 3naueHMe JOKyMEHTa B YIPABICHUECKON JAEATENbHOCTH, KIACCUPUKALIHS
CIIy’kK€OHBIX JJOKYMEHTOB.

14,  Vuudukanus u cTaHgapTU3aNNUS JOKYyMEHTOB.

15. Jlenonpoun3BOACTBO B OpraHax MCIOIHUTEIBHOM BiIacTh. [1opsiiok paccMOoTpeHus

oOpaleHuit TpakaH.

16. OcoGennoctr opopmiieHHS HHPOPMAITMOHHO-CIIPABOYHOMN U KaJpOBOH
JIOKYMEHTAIUH.

17. enomnpou3BoJCTBO B cOBpeMeHHOM Poccun

18. lemonpou3BOACTBO TOPEBOIOIMOHHON Poccun

19. Jlenmompou3BOACTBO B COBETCKYIO 3MOXy (1917-19911T.)

20. Opranu3zanus 10KyMeHTO0o0opoTa

21. Peructpanus JOKYMEHTOB

22. KOHTpOJIb UCTIONHEHUS TOKYMEHTOB

23. CucremaTtHu3anus U XpaHEeHHE JOKYMEHTOB

24. HowmenknaTypa aen opraHu3aiuu

Pa3nes 2. CoBpeMeHHbIe TPeOOBaHMSA K 0(OPMJICHHIO JOKYMEHTOB

3apanue 1.Pemute KkpoccBopa
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1 | | |

el [T HNEEEE

ITo ropusonTanm:

1.  pexBU3UT TOKYMEHTA, BBIPAKAIOIIMIA COTJIacHe WM Hecoriacue

JOJKHOCTHOTO JIMLA C COJIEPKaHUEM JTOKYMEHTA.

4. PEKBU3UT [OKYMEHTa, MPEICTaBIAOLMI €000 COOCTBEHHOPYUHYIO POCHHUCH
MOJTHOMOYHOI'O IOJKHOCTHOT'O JIUIIA.

6 - mpuCBOEHHE MOPSAIKOBOI0 HOMEpA Jieja 0 HOMEHKJIATYpe U YCIOBHOE 0003HaUeHHE
CTPYKTYpPHOM 4acTH yUpexJeHUH, IPOCTaBIIieMble Ha 00JI0KKE Jiera.

8. NHUCbMEHHOE TMpEeAJIOKEHHEe O 3aKIIOYeHWH JIoroBopa (KOHTpakTa) Ha
OTIpE/ICNIEHHBIX YCIOBUSX.

9.  3anMch MHQOPMAIMM HA Pa3IMYHBIX HOCHUTEINISAX IO YCTAHOBJIEHHBIM IPaBUIIAM,
00eCreynBaroOIUM €€ IOPUINYECKYIO CHUITY.

12. nBUKEHNE TOKYMEHTOB B OPraHU3alM¥ C MOMEHTA HX IOJyYEHHUS WM CO3/1aHus 110
3aBEepLICHUS UCTIOTHEHUS WIH OTIPABKHU.

13 obpasen, 3TajoH, MOJENb MPUHUMAEMBIE 32 UCXOJIHBIE JJISI COMOCTABIEHUS C HUMH
JIPYTUX IPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT oopmileHUsT OPUIIMATBLHOTO JTOKYMEHTA

18 noxyMeHT, (GUKCHUPYIOIIMHA X0/ 3aceIaHusl, COBEILIAHHS.

19. COBOKYMHOCTh JAOKYMEHTOB (WJIM JOKYMEHT), C(hOPMHUPOBAHHBIX 10 KaKOMY-IHOO
IpU3HAKY (BUJaM JOKYMEHTOB, BOIPOCAM, KOPPECIIOHEHTaM H T.J.), IOMEIIEHHBIX B 00JIOXKKY.

ITo BepTHKAIN:

2.  JTOKyMEHT, (PMKCUPYIOIIMI COTrjialleHne CTOPOH 00 YCTaHOBJIEHHHM KaKHX- JIHOO
OTHOILIEHU! U YCIIOBUW UX PETYJINPOBAHUA.

3. JlokymeHT, coaepxauuii HHGOPMAIMOHHO-CIIPABOYHbIE, AHATUTHUYECKUE WIH
OTUYETHBIE CBEICHUS, TPEJICTABISIEMbIN PYKOBOJICTBY.

5. DJIEMEHT YJOOCTOBEPEHMsI MOMJMHHOCTU TOJANUCH JIOJDKHOCTHOTO JIMIA Ha
JOKYMEHTaX, MpeIyCMOTPEHHbIX HOPMATUBHBIMU aKTaMM, YJOCTOBEPSIOUIMX IIpaBa JIHILL,
¢dukcupyomux (HakTel, CBI3aHHBIE ¢ (PUHAHCOBBIMHU CPE/ICTBAMH.

7. 3TO COBOKYINHOCTb pa3JIM4YHBIX CBEACHUMN, CHUCTEMa OPraHU30BAHHBIX JAaHHBIX,
OTpa’KaIOMIMX MPOLECCH U COOBITUS OKPYXKAIOIIET0 MUpA.
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10. 1OKyMEHT, COCTaBJICHHBIH HECKOJBKUMH JIMLIAMH U  TMOATBEPKAAIOIINN
YCTaHOBJICHHBIC (DaKThI HJIU COOBITHSI.

11. wundopmanus Ha MaTepHaAIbLHOM HOCUTEIIE, UMEIOIask OPUANUECKYIO CHITY.

14. mnepedyeHb KaKUX-TMOO NaHHBIX (CBEIEHUI), PACIIONOKCHHBIX B OINPEACICHHOM
nopsiike (000OpOTHAS U T.II.)

15. mpaBOBOHl aKT, W31aBaeMbIii PYKOBOAMTEIEM OpraHa ToCyIapCTBEHHOTO
yhpaBieHUs (€ro CTPYKTYpHOTO MOJpa3/esieHus), NeHCTBYIOIMNA Ha OCHOBE €IMHOHAualus, B
[EJSIX pa3pelieHuss OCHOBHBIX M OINEPATHBHBIX 3a7ad, CTOSIIMX IEpea JaHHBIM opraHoM. B
OTJICNIbHBIX CIIydasiXx MOKET KacaThCs UIMPOKOTO Kpyra OpraHu3aliil ¥ JOJDKHOCTHBIX JIHIY
HE3aBHCHUMO OT IO TYUHCHHOCTH;

16. ropunuuecku oHOpPMIICHHBIN MTEPEYCHD TOKYMEHTOB.

20. 5TO pEeKBU3UT O(PUUIMAILHOTO JOKYMEHTAa, NPUAAIONNA HOPMATHBHBIN WM
IIPABOBOM XapaKTep ero CoJIep KaHuIo

3aganme 2. BaumarenbHo uszyuute paznen 5 «OdopmiieHue peKBU3UTOB JIOKYMEHTOBY
'OCT P 7.0.97-2016. BeimosiHuTe 3a1aHus], B CIy4ae HEOOXOAMMOCTH JT00aBhTEC HEIOCTAOIIYIO
nHpopmanu:

Howmep u MecropacnonoxeHue Bun nokymenra (B kakux Kak pacnonaraercs u
HaAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaX HUCIIOJIb3YCTCsA B KaKux Cliydasax
peKBU3HTA T'octy) JTAHHBIA PEKBU3UT) YKa3bIBAETCS B
JIOKYMEHTax
Busa
IToamuce

OTMeTKa 0 3aBepeHun
KOIMHU TOKYMEHTA

HaumenoBanue
JIOKHOCTH JIMIIA

CripaBoYHBIC JaHHBIE
00 opraHuzanuu

Jara nokymeHnrTa

CchUIKa Ha
pErUCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBHIGFO
JOKYMEHTa

3aganune 3. CocTtaBbTe H 0popMHTE MPUKA3LI MO OCHOBHOW /JAeSITEJILHOCTH, H JApPyrue

pacnopsauTe/JbHbIe JOKYMEHTBI, HeOOX0ANMBIE B JAHHBIX YIIPABJICHYCCKHX CUTyalHsX.
Curyauus 1.

3amecturens aupekropa OOO «Ortamon» (3aperucrpupoBaHo B r.llerpo3aBopcke)
[1.11.AGpamoB 1 nekaOps Tekyliero roja u3jiain yka3aHHe O rpauKe OTIHYCKOB Ha CIETYIOIIUN
KaJIEHJApHBINA T0Jl, COTJaCHO KOTOPOMY PYKOBOJIWTENM CTPYKTYPHBIX MOAPA3JECIICHUN TOJIKHBI
MPEJICTaBUTh B OTAEN KaJpOB CHUCKU COTPYAHHMKOB C yKa3aHHEM IIPENIoJIaraeMoro cpoka
OUYEpPEHOr0 OTIIyCKa B CIenyolleM KajdeHaapHoMm roay. Cpok mpejacraBieHust cnuckos — 10
nekabps Ttekyuiero roga. OtTheny KaapoB YKa3aHHEM MPEIIUCHIBAETCS COCTaBUTh CBOIHBIN
rpaguk ormyckoB paboTHukoB OOO Ha creayromui KaleHIapHBIA TOX U TepenaTh ero B
JTUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHE Ipaduka Ha3HAYeH HadaJlbHUK
otnena kaapos [Tankparosa O.}O. Cpok npexacraBnenus rpaduxa — 20 nexadps TEKyIero roja.

VYkazaHue ObUIO 3aBHU3UPOBAHO HAYaJIbHUKOM OTJENa KaJpOB, TJIABHBIM OyXTralTepom,
IOPUCKOHCYJIBTOM.
Curyanus 2.

Hupexkrop OOO «Otanmon» (3apeructpupoBaHo B r.lerpozaBoxacke) JIL.b.Ilomos 12
(eBpanst TEKyLIEro roja u3gajl paclopsbKeHUE O MPOBEAEHUN PEMOHTHBIX paboT B 1exe Ne 3 B
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CBSA3M C AaBApUMHBIM COCTOSTHUEM OTONMUTENIBHOW CHCTEMBI Lexa. PacnopsixeHueM
MPEUCHIBAIOCH MPOBEACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€XE, 32 YTO OTBETCTBCHHBIM
ObLT Ha3HAYCH HAYAJIIbHUK PEMOHTHO-TEXHUYECKON ciykO0bl MakapoB [[.M. Cpok BBINOJSHEHUS
BceX pabot — 15 ¢eBpans Texymero roaa.

OcyliecTBieHHEe KOHTPOJS 3a MPOBEICHHEM pPEMOHTHBIX pabOT BO3Jaraioch Ha
HavyasibHUKa 11exa Ne 3 Antonona 1O0.B.

Pacniopsbxkenue ObLIO 3aBU3MPOBAHO HAYAIBHUKOM  PEMOHTHO-TEXHHYECKOM CIIyKOBbI
MakaposbsiM .M. u HauvanmpHukoMm mexa Ne 3 AntonoBsiM HO.B., 3amectutenem aupexropa
I1.1. AGpamMOBBIM.

3ananue 4. CocraBbTe U 0popMuTE CIIy:KeOHbIE MUCHMA.
Curyanus 3.

OAO «llepBas ®abpuka» (r. bamammuxa, yn. 3apeunas, 1. 3, 104010) mgomkHO ObUTO B
COOTBeTCTBUM C 1. 6 moroopa oT 10.07.2003 Ne 12/25 «O mocTtaBke MPOAYKIUU» IMOCTABUTh
3A0 «CAHJEPEJIUIA» (MockBa, Kpacuoropckas yi., a. 32, 111123, ten./paxc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
Mecsa Koxanywo GypHutypy Ha obmyto cymmy 150 000 pyOneit. @aktuuecku xe GypHUTYpPBI
obut0 cmano Ha cymmy 120 000 pyOneit u HemomocTaBieHO Tpoaykiuu Ha cymmy 30 000
py6neii. CormacHo 1.8 J0roBopa 3a HEAOMOCTABKY MPOIYKIIMH [OJKHA OBITh yIJlaueHa
HeycTolka B pa3mepe 5%, 4TO OT CyMMbl HEAOIIOCTaBKU cocTaBuio 1500 pyouieit.

Hupexkrop 3A0 «CAHJAEPEJUUIA» B.JI. ®enopoBa obparunack Kk aupekropy OOO
«IlepBas @Pabpuka» O.J]. CokonoBy c mnpocb0Oil NepeuyucIuTh Ha KX PACYETHBIA CUET
ykazaHHylo cymmy (1500 py6.). B mnporuBnom cinyuae 3A0 «CAHIEPEJUJIA» Oyner
BBIHYX/IEHO 00paTuThCsi B rocapobutpax. IlucbMo o HemomocTtaBke MNpPOIYKIUU  OBLIO
cocrasieHo ucnonHutenem P.T. FOaunoit u nognucano ®@enopooit 12 aBrycra Tekyiero roja.

3aganme 5. CocraBbTe M O0(QoOpMHTe JOKJIAJAHbIEe, U OOBSICHHTEIbHbIE 3alMCKH,
Heo0X0MMbIe B CJIEAYIOIIUX YIPABJIEHYECKHUX CUTYaIUsIX.
Curyanus 4.

Kyprep 3A0 «®apmay C.C. CoMOB peryisipHO omasjbiBajl Ha paboTy, yeM Hapymias
TPYAOBYIO AUCHUIUIMHY. 3aBenyromas kanuenspueid M.B. IllymunuHa HeomgHOKpaTHO jaenaia
eMy 3ameuanus (B ycTHOU ¢opme), a 12 uroHS TeKyiiero rojaa Oblia BEIHYKIEHa 00paTUTHCS C
JTaHHBIM BompocoM K ['eHepampHOMy nupekropy A.B. CenoBy ¢ JOKIaaHOHM 3amMcKoH, B
KOTOpOM Mpocuia NpuHATh Mephl JuciumuinHapHoro xapakrepa k C.C. ComoBy.

Pa3nes 3. Opranusanus padoTsl ¢ JOKyMeHTAMH

HpI/IMepLI 3aJaHUH IJI BHINOJHEHUS HA NPAKTHYCCKUX 3aHATHUAX

3aganue 1. OQopMUTH KypHaN ydyeTa BXOJIAIINX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonautens Ceprees; nata
nokymenta 18.12.2021; ucxomsmmii Ne 1-2/82; aBtop-ormpasutens 3A0 «Dpa»; KpaTkoe
coJiepsKaHue (3aroJIoBOK) JaTa MOCTyIUIeHHs AokyMeHTa 21.12.2021 o cokpallieHuu mocTaBoK
THT 22.12.2007; noanucek ucnoaautens Ceprees.

3apanue 2. OpopMuTh XypHal ydéra UCXOIAIIUX TOKYMEHTOB:

Ne i/ 152 153 ;ucnionaurens Pa3un; kpaTkoe copepkanue nata mokymenTa 21.12.2021
o mpenorate mo KoHTpakty Ne 88/117 22.12.2021; anpecar (komy) 3A0 «Ilumot» ; Ne nena 4-
7.

3apanne 3. OpopMuTh KypHan yuéra BHYTPEHHUX JOKYMEHTOB:

No nokymenta 88; mata mokymenta 08.01.2021; kto moamucan MBaHOB; KpaTkoe
coJiepKaHre 00 U3MEHEHHUE MITaTHOTO PACIUCaHUs; OTMETKa 00 ncnoaHeHnu Cumopos.
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OBPA3EL )KYPHAJIA PETUCTPALIUHU BXOAIIUX JOKYMEHTOB

Homep Jara ABTOp- Hexonammii KpaTtkoe conepkanne
JOKYMeEHTAa JOKYMEHTA OTHPABHTEIL No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3par 1-2/82 Jara nocrynieHus
21.12.2007
O coxpallleHHH IOCTABOK
THT
22.12.2007
UcnoyiHuTe b IMoanuce Cpoxk IIpuMeuanus
HCIIOJIHUTE/IA HCIIOJIHEHHH
Ceprees Cepeees 27.12.2007

OBPA3EL ‘KYPHAJIA PETHCTPAIIHHA HCXOAAIHUX JTOKYMEHTOB

Ne Ajnpecar Kparkoe conepxanune Henosmnurens | Nepena | llpumeuanue
n/n (komy) (3ar0J10BOK)
152 3A0 JlaTta nokymenTa Pazun 4-7
«IIumor» 21.12.2007
O npexonare nNo KOHTPAKTY
Ne 28/117
22.12.2007
153
OBPA3EL XKYPHAJIA PETUCTPALIUU BHYTPEHHUX TOKYMEHTOB
Harta Hnnpexc Ko noamucan Kparkoe Otmerka 00
coJepKaHHe MCIIOJIHEHHUH
08.01.2007 88 HupekTop OO0 u3MeHeHHH Cunopos
HBanos LITATHOTO
pacnucaHusl

3ananne 4. Cexperapb-TIOMOIIHUK PYKOBOJIUTENS, IPEIBAPUTEIBHO IPOCMOTPEB
JIOKYMEHTAIMIO, TIOCTYMUBILYIO B OpraHU3alllio, IIepeaaeT ee BClo pykoBoauTento. [Ipu sTom B
Hanky ¢ JOKYMEHTaMH BKJIQ/IbIBA€TCs NMUChMEHHBI KOMMEHTapUi, BKIIIOYAIOIIUI CBEACHUS O
COCTaBe JIOKYMEHTOB, BONPOCAX, COAECPKAIIMUXCSI B HUX, OT KOTO MOJIY4YEHbI JTOKYMEHThI U KOMY
aJlpecOBaHBbI.

[IpaBmiibHO M B Y4peXJE€HUU MOHUMAIOT HAa3HAUEHUE OIEpaliyl «IIpelBapUTEeIIbHOE
paccMOTPEHHUE JOKYMEHTOB»?

KoHTpoJbHBIE BONIPOCHI:

1.  Kakue sTansl npoxodsT JOKYMEHTHI, OTIIpaBiIeHHbIe opranu3auueii? [IpencraBbre
KPaTKYIO XapaKTePUCTHUKY.

2. Kaxue 1OKyMEHTHI Ha3bIBAIOT MMOCTYMAIOIIMMHU, OTIIPABISEMBIMU U BHYTPEHHUE?

3.  Kakumm  nOKyMEHTaMH  pPYKOBOJICTBYIOTCS  TpM  TPOCKTHPOBAaHUH U
panroHaIM3ay JOKYMeHToo0opoTa?

3apanume S. CocTaBbT€ IOJOKEHHME O HOBOM CTPYKTYpHOM IMOJPA3ACICHUH B
aJIMUHUCTpalu ropoja banammxu (otTaen kaapoB, GUHAHCOBO-SKOHOMUYECKUN OTHEN, OTAENT
CTpaTernyeckoro pa3BuTus) B cootBercTBuM ¢ TpedboBanusimu ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HH(pOpMaruu, OHOIMOTEYHOMY M H3JIaTeNbCKOMYy nery. OpraHu3aluoHHO-
pacriopsauTenbHas JOKyMeHTaus. TpeboBaHus K 0QOPMIIEHUIO TOKYMEHTOB)
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3apanue 6. CocTaBpTe OpraHU3AIMOHHYIO CTPYKTYPY IETOMPOU3BOJICTBEHHOMN CITYKOBI
Bameii opranuszanuyu. YCTaHOBUTE II€pPEYEHb HOPMATUBHBIX JIOKYMEHTOB, KOTOPBIMH
MOJIB3YIOTCSL COTPYAHUKH CITyK0bI JIOY.
3aganme 7. Onpenenure, K KaKuM BHJIaM JIOKYMEHTOB OTHOCSITCSI IIPE/ICTaBICHHbIE
HUXe (PparMeHThI.
Teker 1
OupMeHHOe HaMMEHOBaHHE U MECTOHAXO0XKIeHHE 00IecTBa
1.1. TomupiM (UPMEHHBIM HaUMEHOBaHHEM oOmiecTBa sBisercs: OOIIECTBO ¢
orpannyeHHON oTBeTcTBeHHOCThIO «HOTA». Cokpamennoe (upMeHHOe HaUMEHOBaHUE
obuiectBa - OO0 «HOTAW.
1.2. MecronaxoxaeHue oomecTBa (IMOYTOBBIA anapec): MoJjoaeKHbIN mpocH., 15, T.
Kpacnospck-45, 630091, Poccuiickas @eneparus.
Texer 2
OO01mue moIoKEHUS
1.1. Cekperapb-peepeHT OTHOCUTCS K KaTErOpHH CHEIHAIUCTOB MPeaNpHUsTHS,
PUHUMAETCS U YBOJIBHSIETCS TUPEKTOPOM.
1.2. OcHOBHBIMH 3aJauaMu cekperaps-pedepeHTa sBISETCS OPraHu3aldOHHOE U
JIOKYMEHTAllMOHHOE 00EeCIIeUeHUE YIIPaBIEHYECKOMN 1€ATENbHOCTH. .
Texer 3
1.1. DnexrtponpoBoaka B y4EOHBIX MOMEILEHUSAX JOJKHA HAXOAUTHCS B HCIPABHOM
coctossHuU. CONPOTUBJICHUE H3OJIALUMA TPOBOJIOB MOJKHO TEPUOAUYECKU 3aMEpAThCA, MPU
HEO0OXOIMMOCTH J0KEH IPOU3BOJUTHCSI PEMOHT.
1.2. 3ampemaercss NpUMEHSTH AJS 3alIUTHI 3JEKTPOCETEH BMECTO aBTOMATHYECKHX
IpeloXpaHuTeNel U MJIaBKUX BCTABOK 3aIIUTY KyCTapHOI'O U3TOTOBICHUS (WKYUKH»).

HpHMepHLIﬁ MEPEICHb BONPOCOB JIfl YCTHOI'O OTBE€TA HA CEMUHAPCKUX 3aHATHH

1. KakoBbl coBpeMeHHbIE TpeOOBaHUS K S3bIKy W CTUJIIO YIPaBICHYECKUX
JIOKYMEHTOB?

2. Uro coboii mpencrasisieT YcraB opranu3ainyn’? KakoBbel OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U 0(pOpMIIEHHIO?

3. Kax odopmuTs [Tonoxxenue 006 otaene uim ciayx0e opraHu3anmum’?

4 Kak opopmuts mraTHoe pacrucanue?

5. Kakue TpeboBaHus NpeIbsIBIsIOTCS K 0POPMIIEHUIO JOTOBOPa, KOHTpaKTa?

6 Yrto Takoe HHCTPYKIIMS, KAKOBO €€ cojiepkaHue u opopmieHue?

7 OpranuzalvoHHbIE JOKYMEHTBI IPEITPUSITHS.

8.  PacnopsaurtenbHble  JOKYMEHTBHl NPEINpPUATHS: TPUKa3bl IO  OCHOBHOM
JESTEIbHOCTH; PACIOPSKEHHUSI, PEILICHUSI.

9. HMHdopmManmoHHO-CIIpaBOYHBIE JTOKYMEHTBI: TPOTOKOJBI, IOJHAs W KpaTkKas
dbopma ux opopMieHHUS.

10. UupopmaroHHO-CIIpaBOYHbIE JOKYMEHTBI: aKThl; CITy>KeOHbIe U
00BSACHUTENbHbBIE

11. KakoBbl 3Tans! paboThl C BXOIAMIUMHU TOKyMEHTaMu?

12. Kak crpouTtcs paboTa ¢ HCXOISIIUMH JOKYMEHTaMU?

13. KakoBa TexHOJ0THs pabOThI ¢ BHYTPEHHUMH JOKYMEHTaMU?

14. Kaxkue 3a1aun JOKyMEHTOOOOPOTA PEUIaeT PETUCTPAIUs JOKYMEHTOB?

15. Kakue ynpaBieHUYeCKHE JOKYMEHTBHl HE IMOJUIeXaT PErucTpalu B CIyK0ax
JIOKYMEHTAIlMOHHOTO 00eCieueHus yrpaBIeHUs?

16. KaxoB mopsok perucTpaluy yupaBieHYecKoro JOKyMeHTa?

17. Kakue cyniecTByrOT BUJbl KOHTPOJISI UCIIOJHEHUS JOKYMEHTOB?

18. Kakue onepanuu MO KOHTPOJIO HCIOJIHEHUS JOKYMEHTOB OCYIIECTBISIOT
CITY>KOBI TOKYMEHTAIIMOHHOTO 00eCIIeUeHUs YIIPABICHUS?
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19. Kak ocymiecTBisercs cucTeMaTu3alys U XpaHeHHe JOKYMEHTOB B OpraHu3aiuu?

20. Yro Takoe neno, ¢ TOYKH 3peHHs JOKyMeHToBeAeHusa? [IpuBenute npumepsl 1em,
XPaHALIUXCSA B OpraHU3aIuu.

21. Packpoiite coaepx)aHue TMOHATHUS «HOMEHKJIaTypa jaen». Kakoe HOKHOCTHOE
JIMIIO B OpraHU3aI[Mi OTBEYAET 32 COCTABIICHUE U BBEJICHUE B JCHCTBHE HOMEHKIATYPHI 1€7?

22. KakoBbl peKBU3UTHI HOMEHKJIATYPHI 1eT?

23. KakoBa comepkarenbHas 4aCTh HOMEHKIIATYpHI Jen?

24. Kakue npu3HaKy 3aBEICHUS JIeJIa UCTIONB3YIOTCS TIpU (POPMHUPOBAHHH JENT?

25. KakoB ocHOBHO#M npuHIUI (POPMUPOBAHUS JOKYMEHTOB B jiefa?

26. Kaxue HOpMaTuBHBIE TpeOOBaHUS HEOOXOAMMO COONIIOAATh MPU (HOPMUPOBAHUU
nen?

27. Kak ocymiecTBisieTcsl MOATOTOBKA JEN K apXUBHOMY XPAaHEHHUIO B COBPEMEHHBIX
Opra"nu3amusx?

28. Kaxkas oprrexHuKa MCHOJIB3YETCs I COCTABJICHUS TOKYyMEHTOB B COBPEMEHHOM
JIEIONPOU3BOICTBE?

29. Kakas oprrexHHKa UCTIONB3YyeTCs ISl TIOMCKA, PAHEHUS U Mepeadyn TOKyMEHTOB
B COBPEMEHHOM JIEIONIPOU3BOJICTBE?

30. KaxoBbI BO3MOXHOCTH KOMITBIOTEPHBIX TEXHOJIOTMH B JIOKYMEHTAllHOHHOM
o0ecreyeHuu ynpasiaeHus?
31. KaxoBbl BO3MOXHOCTH CPEACTB TEIECKOMMYHHUKAMHU B JIOKYMEHTAalHOHHOM

o0ecrieueHUN yIpaBJIeHHUs?
32. B xakux cnoy4asx NOpPUMEHSIOTCS CTaHAapTHbIE OQUCHBIE TPOTpaMMBbl B
OpraHHM3aluH JeJI0NPOU3BOACTBA?

KOMILJIEKT TECTOB
IS IPOMEKYTOYHOM aTTecTaluu (3a4€eT) M0 THCHHILINHE

IIpumepHbIe 3aJaHNS HTOTOBOI0 TeCTA
1. lokyMeHTallMOHHOe oOfecmeyeHHe YNPaBJIeHYECKHX pelleHHi, Kak mnpouecc
BKJIIOYAeT B cels:
a) JOKYMEHTHUPOBAHHE PELICHHUS;
0) nH(OPMALIMOHHYIO TOIJIEPKKY PELICHMUI;
B) IOKyMEHTHPOBAHUE PEIIEHUS U KOHTPOJIb 3@ €TI0 BHIIOJIHEHHEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOI KoMuccuu?
a) oT 2 u Ooinee
0) 6 u 6osee
B)2 10 5
r) 4 u 6onee
3. Korna perucrpupyiorcst ucxoasimme J10KyMeHTbI?
a) B JICHb OTIIPaBKH
0) B 1eHb MOANMCAHUS
B) B ICHb COTJIaCOBAHUS MTPOEKTA
T') HE PETUCTPUPYIOTCS
4. HoMeHKJIaTypa JeJ COCTABJISeTCS:
a) B 3 K3eMIUIsIpax;
0) 4;
B) 2.
5. Yka:kurte, Kakue JOKYMEHTBI COCTABJISIOTCS MO Pe3yibTaTaM IKCHePTH3bI
LHEHHOCTH JOKYMEHTOB.
a) pelIeHne YKCIEPTHON KOMUCCHH
0) aKT O BBIJCICHUU JOKYMEHTOB HAa YHUUTOKEHHE
B) CiTy)KeOHasl 3amucKa o 3aceJaHuH YKCIIEPTHON KOMUCCHUU
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T') IPUKa3 [0 OCHOBHOM J€ATEIbHOCTH
6. KTo umMeeT mpaBo npoj/IuTh CPOK MCIOJHEHUS TOKYMeHTa?
a) JIUI10, KOTOPOE €ro yCTaHOBUIIO
0) U110, KOTOPOE UCHIOIHSET JOKYMEHT
B) PYKOBOJIUTENb YUPEKACHUS
I') ceKpeTapb
7. Ilpu kakoM o0beMe TOKYMEHTO000POTAa NMPUMEHsIeTCH )KypPHaJIbHAasi CHCTeMa

perucrpauumn’?

—3TO:

a) 1o 10 000 TOKYMEHTOB B oI
0) mo 600
B) 10 1000
r) 10 300 10KyMEHTOB
8. IIyTh, KOTOPBIIi MPOXOAUT JOKYMEHT OT HAYAJIA €r0 CO3AAHMS 10 CIaYu B apXUB

a) JOKYMEHTHPOBAHHCE;

0) IeITOMPON3BOCTBO;

B) JOKYMEHTOOOOPOT;

T') CUCTeMa JJOKYMCHTAIIHH.

9. JlokyMeHTBI, KOTOPBIE N0 COAEPIKAHUIO SBJISIOTCS cleNH(UIECKIMH W HOCAT

XapakTep pa3oBoro 10KyMeHTa — 3T10:

a) UH/AMBUyaJIbHbIE JOKYMEHTHI;

0) THIIOBBIC TOKYMEHTHI;

B) IPUMEPHBIE IOKYMEHTBHI;

r) TpadapeTHble JOKYMEHTHI.

10. [esa BpemeHHOro xpaneHus (10 10 jer):

a) MO/IIMBAIOTCS B TBEPAYIO OOI0XKKY;

0) Ha OTJIEJILHOM JIMCTE JIeJIaeTCsl 3aBepUTeNbHas HAAMNCh;

B) ¥ TO U JIPYTO€;

T') HU TO, HU JIpYyToOe.

11. IlpaBoBoii akT, omnpeaeJsilOIMii NOPSAAOK (OPMHMPOBaHHUSA, 3aJa4H,

00513aHHOCTH, NMPaBa, OTBEeTCTBEHHOCTh W OPraHU3aluI0 padoThbl NMPEANPHATHA B LEJIOM
WJIM ero CTPYKTYPHBIX NOApa3iesieHui — 3T0:

a) TPyZlOBOH J10TOBOp;

0) MOJI0KEHNUE;

B) JIOJDKHOCTHASI HHCTPYKIIHS,

I') LITATHOE paclucaHue.

12. K opraHu3auHOHHBIM JJOKYMEHTAM OTHOCSITCS:

a) ycTaB, MTaTHOE paclMcaHue, MOJIOKEHUE O CTPYKTYPHOM TOIpa3/ielIeHUH,

JOJDKHOCTHBIC MHCTPYKIUU,

0) MOCTaHOBJIEHHUSI, YCTAB, IPUKA3bI, PEIICHUS, PACTIOPSIKEHUS, TIOJTOKEHHUS;
B) MPOTOKOJIBI, aKTHI, 0OBSICHUTEIbHbIE U JOKJIaIHbIE 3AIHCKH;
I') yCTaB, yKa3bl, IITATHOE PACIMCAaHUE, TOJIOKEHHE O CTPYKTYPHOM OJIpa3/ielieHuH,

JOJDKHOCTHBIC MHCTPYKIIHUHU.

13. Tlucbma, KOTOpPbIe HANMPABJISIOTCSH C HeJbI0 MOATBEP KIEHNs JAHHBIX paHee

o0eIaHMii WJIN OTOBOPEHHBIX YCIOBHIA:

a) COMPOBOIUTENbHbBIE MTUCHMA;
0) rapaHTHITHbIE TUCHMA;
B) IUCbMa-TIOATBEPKACHMUS,
I') TUCbMa-peKIaMallru.
14. ToxkyMeHT0000OpOT — 3TO:
a) ABHUIKCHUC NOKYMCHTOB B OpTaHHU3allMi C MOMCHTA UX IMOJTYYCHUA UJIN CO3aHU A

J0 MOMCHTA OTITPABKU HUJIN UCITIOJIHCHU A,
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0) co3laHre ONTUMAIBHBIX YCIIOBUM 711 paOOTHI C TIOKYMEHTAMU;
B) MIPOILIECC CO3/IaHUSI IOKYMEHTA.
15. Kakue U3 3THX J0OKYMEHTOB HANPABJISIIOTCS OT BBILIECTOSIIET0 YPOBHS

YIpaBJIEC€HUSA K HUKECTOAIIEMY

No ok w

© ™

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.
24.
25.
26.

27.
28.

a) MpHUKas3;

0) 3asBJICHUE;

B) YKa3aHUE;

r) ciry>xeOHas 3anucka?

16. Opranusamnus padoThl ¢ JOKYMEeHTAMH HAYMHACTCS:
a) C UCIIOJIHEHUS IOKYMEHTA;

0) HarpaBJIeHUS TOKYMEHTA Ha HCIIOJTHEHHE;

B) IIpUEMa BXOJAIIETO JOKYMEHTA.

IIpumepHBbIii NepeYeHb BONPOCOB /ISl 324€TOB:

Llenu, 3a1a4M ¥ TPUHIIAITEI COBPEMEHHOTO JIEJIOTIPOU3BO/ICTBA

JIOKyMEHT Kak HOCHTEIb MH(QOPMALUU M KaK CPEACTBO pEalM3alUU YIpPaBIECHUECKUX
(GyHKIHIHA.

JIOKyMEHT: IOHSATHE U OCHOBHbIE TPEOOBAHHUS K €r0 COCTABJICHUIO

Knaccugukarus 10KkyMeHTOB

CoctaB 1 0COOEHHOCTH PabOTHI € KaJAPOBOIl TOKyMEHTaluen

Pabora ¢ koHpUIEHITMATHHBIMI JOKYMEHTAMHU

OcobeHHoctu paboThl € OOpalleHUsIMM M JKajobaMu OT rpaxzaaH J[OKyMeHT Kak
HOCHUTEINIb MTHPOPMALIUHU U KaK CPEJCTBO peaIN3alliy YIPABICHYECKUX (yHKIIUH.
HopmatuBHO-IIpaBOBbIE U METOJIMYECKHE OCHOBBI JICIONPOU3BOJICTBA

YHuUKaMs W CTaHJApTH3alMs KaKk OCHOBHBIC HAIPABIICHHS COBEPIICHCTBOBAHHS
JOKYMEHTAIUH. DTambl JOKyMEHTO000pOTa B OpraHU3aluu

Opranuzanus paboThI C TOKYMEHTaMHU.

WNupekcanus 10KyMEHTOB, paBUJia MHJIEKCAIIMHU JOKYMEHTOB

KoHTpob, 32 HCTIOTHEHHEM JJOKYMEHTOB

[ToaroToBka aen Kk apXUBHOMY XPaHEHUIO

ONEeKTPOHHBIN TOKYyMEHTOOOOPOT B OpraHU3aluu

Opranuzanus J0KyMEeHT0000poTa

Perucrpanus 1okymeHTOB

KoHTposb ucnosHeHus J0KyMEHTOB

Cucremaru3zanus 1 XpaHeHHE JTOKyMEHTOB

@denepanbHOe 3aKOHOAATENbCTBO 00 opranuzanuu OV, TpeGoBaHus yHHUUKALIUU U
CTaHJapTH3AIHH.

OCHOBHBIE HAaNpaBJIEHUS COBEPIICHCTBOBAHMS cocTaBa U (OpPM JIOKYyMEHTOB B
corabHOU chepe.

Bungsl  10KyMeHTOB  (pacmopsiAMTeNbHbIE, OpTaHU3alMOHHBIE, HH(OPMAIIMOHHO-
CTPaBOYHBIE) U MX XaPAKTEPUCTUKH.

[TepeuHn TOKYMEHTOB C THUIOBBIMU CPOKaMM XpaHEHHUs. 3HAUYCHHE TEepeuHeil U MopsIoK
WX IPUMEHEHHS B JETIOMPOU3BOJICTBE.

Opranu3annoHablie (GOpMBI JeNoNpou3BoAcTBAa. VX 3aBUCHUMOCTh OT CHEHM(DUKH H
OpTaHU3aIMOHHON CTPYKTYPhI YUPESKICHHUS.

JlokymeHT0060poT. OnpeseneHue, XapaKTepuCcTUKa OCHOBHBIX JJOKYMEHTOIIOTOKOB.
[TpaBuiia opranu3aiiy JOKyMEHTOO00pOTa OpraHU3aIiH.

JIokyMeHTO000pOT Kak 3(PQPEKTHUBHBI HMHCTPYMEHT ONTHUMM3ALMU YIPABICHUECKUX
peuIeHU.

TexHomnorust paboThI ¢ OOPAIICHUSMU TPAXKAAH B I€TONPOU3BOICTBE OpPraHU3alNH.
TpeGoBanus 3aKOHOAATENIBCTBA K OpraHU3AIMK padOTHI C OOpAICHUSIMHU TPaK/IaH.
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29.

30.

31.
32.

33.
34.
35.
36.
37.
38.
39.

40.

Howmenknarypa nen, e€ 3HaueHue, BUAbI HOMEHKIATYp JAEN, METOAMKA COCTABICHMS
HOMEHKJIATYp A€l

[TonsATHE «OKCIIEPTH3BI LIEHHOCTH» JOKYMEHTOB B JEJIONPOU3BOACTBE, 331a4H U MOPSAJOK
IIPOBEJICHUSI.

TenaeHuMN pa3BUTUSA JIEKTPOHHOTO JOKYMEHTOO00pOTA.

[IpaBoBOil cTaryc AJIEKTPOHHBIX [JOKYMEHTOB, 3aKOHOJATEJIbHOE W HOPMAaTHBHOE
pEeryJarMpoBaHUE UCIIONb30BAaHUS 3JIEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHbIE JOKYMEHTHI U
0a3bl JaHHBIX B COITMAIBHON cdepe.

JIOKyMEHTBI HO JMYHOMY COCTaBY U UX OCHOBHBIE BU/IBI.

Oransl 00pabOTKH BXOAALIMX TOKYMEHTOB.

[TepBruynas 06pabOTKa BXOAAIMUX JOKYMEHTOB.

[TpunsITHE YIPABIEHUECKOIO PELIECHUS 10 KOHKPETHOMY JJOKYMEHTY.

O06paboTka OTHpaBIIEMBIX T0KYMEHTOB.

Perucrpanus 10KyMeHTOB.

@opMbl  perucTpany  JOKYMEHTOB:  ILIEHTPAJIM30BaHHAs, JCLEHTPAIU30BaHHAs,
CMEIlIaHHas.

KoHTposb ucnosHeHus JOKyMEHTOB.
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